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Travel Card Program

Creating a Password

To accesgshe Works Workflow application, aProgram Administrator mustaddyou asa ugr andassgn you a username. Once you have been added tothe
system, a wetome email will automatically be sento your email address thaincludesyour usename and information on how to set upyour password.

Follow theinstructions inthe email.

Da) d 2 U a9 = Welcome to the Works application! - Message (Plain Text) ERIE

Message @
N \ 53 B 44 Find
1 & 3 Pm~ x Ny Safe Lists ~ Y
- —= = ] Vs i o (2, Related ~
Reply Reply Forward R, Call ~ Delete Move to Create Other Block unk Categorize Follow Mark as
to All Folder~ Rule Actions~ | Sender - Up~ Unread L Select ~
Respond Actions Junk E-mail &= Options = Find
You forwarded this message on 10/14/2013 1:47 PM.
Extra line breaks in this message were removed,
From: Works [worksnoreply @works.com] Sent: Fri 8/9/2013 7:22 AM
To: Brenda Myers
Cc
Subject: ‘Welcome to the Works application!
-
Please do not reply to the sender of this email. It is a system- generated email from the Works application used by your organization. —
Read the message below regarding the Works application. If the message requests that you take an action in the application, a link may be included below
the message to allow you easy access to the login screen.
A Notice From The Works Application
Brenda,
To set your password, begin by entering your username or email address at this URL:
https://demo.works.com/works/password?viewType=validateInitial&pwdCode=2148334850-1b7128959b2b63eS%4c3acbed6f567c41
Your username: admindpsdemo
Your email address: Brenda.myers@la.gov
If the above link does not work, copy and paste the link directly into your browser's location field. Before accessing the application, make sure your .
browser enables cookies, allows pop-up windows (for the "works.com” domain), and checks for newer versions of stored (cached) pages automatically. For |
more information on how to configure these settings, consult your browser's documentation.
Please also note that the link above allows you to access the application one time only. After your initial login, you must access the application by
entering the following URL in your browser's location
field:
https://demo.works.com/works
We recommend that you use your browser to create a bookmark for this address to quickly access the application in the future.
Log into Works 4 at: https://demo.works.com/works
Works is a registered trademark of Works.
-

Listart| | B (> B0 P B @ | (1] Microsof... | &1] Docume... | ] 8oA_w... | ] Docume... | ] pcard-p... | 1] Lacarte... | i~ DPS Wo... | .1 Summar... [ 1 Welco. s Works ... || @ g g T8~ 1 4oPM ER
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Click thefirst link in theemail messae.

Enteryour userrame and click OK as $iown in the email.

Createa pasword (must be eght characiers, canbe any combination of lettersor numbers,andis case sersitive).

Click thearrow in the Quegtion field andselectthe desiredsecuity validation questian(s).

In the Answer field, arswer the question(s) you specifiedin the pevious gep, hen atterthe same answer in the Confirm field.

Click Ok. TheHome Page will display.
Note: If your username isnhot working, your Program Administrator cansend you an aitomated email reminding you of your username. If you forget
your pasword, click the aropriate link in the Login page. fiForgot Y our Passvordo displays andprompts you to enter your user name. After
enterhg userrame and clicking Submit, the systemwill sendyou anemail with instructians on how to creae anew pasword. If you do not know

your secuiity validationarswer(9, your Pragram Administrator canresetyour password, which endlesyou to select new security validation
guestin(s) andanswver(s.

IMPORTANT: Afterclicking the link included inthe email andsetting a passvord, DO NOT attempt to access he Works gplication by using that
link again. Afterinitial use helink is rerdered nacive.

Follow the stepsbdow under USER LO GIN to now accessthe Works applicaion.

Note: Logon Name and Password are case sensitive. You must enter your Logon Name with a capital P.



UserLogin

PRODUCTION SITE: https//payment2works.com/works/

Once he userenters the WORK S system, the log-in screenwill appearas stown below. User will log in usng information provided inWorks Welcome email.

Eile Edit ¥iew Favorites Tools Help

Bankof America ®
Merrill Lynch Works

About Works Login to Works

The Works application is a Web-based, user-friendly electronic card payment management service that Organization: LA Dept of Health and Hosp Travel [%]
automates, streamlines, and integrates existing payment authorization and reconciliation processes while
Login Name: | POB765432

providing management reperiing and spending controls. l
Password: T I

=  (Offers card program management, reconciliation and workflow approval in a single application

* Provides simple, effective and timely controls to help manage your reconciliation policy and company spend
= Utilizes a built-in supplier network of millions of merchants worldwide

* Encourages cardholders o control spending and comply with company policy

* Increases your process and spending controls

= Automates expense approval and allocation

*  Simplifies management reporting and audit activities Need more help? Pleasze contact your
Program Administrator for assistance.

Forgot your password?

If you would like more information abouwt Works and how to purchase it, please contact your Card products
Account Representative. If you do not have one, you can request fo be contacied through our website: Bank of
America Card Solutions.

Privacy & Security Recommended Seitings About SSL Cerdificates

& 2014 Bank of America Corporation. All rights reserved.


https://payment2.works.com/works/

Allocating Transactions

1 Accountholdes will only be able to view and alocae theirtransactions.

1 Approverswill only beable to view and/or alocae the Accountholded sansadions for whh they have been setup to appove.
1 Accountans will beable to view and alocae al Accountholdesbtransactions after thetransadions have been swept.
1 Program Administrators will not be able allocae any transactions.

Allocating a Single Transaction

Belowis a smpstot of the iHo m esteen. This isthefirst screen te userwill seeonce logged in. Thiswill identify any pending transactions
which needto beallocated.

SelectPending asshown below. NOTE: If Pending Transactions do not display onthe Homepage,click Expenses>Transactions
>Accauntholder or Approver. The Pending Transactionscreenwill dispay. Click the desired Document number.

Bankof America %% ®
Merrill Lynch Works

Home Expenses Accounts Reports Accounting Administration

B Action Items

Action Acting As Count Type Current Status
Sign Off Accountholder 34 Transaction Peiding _
1 item Show per page (1<) Page: [ 1 | of 1= 3]
= Accounts Dashboard Account Portfolio

In Scope Corporate

-
% of Credit Limit
Account Name Account ID Credit Limit Current Balance Available Credit

TARA POCORELLO 957 25,000.00 133.452.07 (108 452.07) 533%



Welcome, TARA POCORELLO - Log Out
Barkofhneris 7 Works'
: 0rKs
Merrill Lynch 4
An L] &
Home  Expenses  Accounts  Reports  Accounfing  Administration
Expenses » Transacions » Accountholder LA DPS UAT
Transactions - Accountholder
M Pending Sign O | Signed Off 1‘ Flagged l Al } ClearFilters ~ Columns ¥
o NowD  SOf  Diefoi  DiePwhed  pikontole Ak Ve L e et
| | | | | |
TXNOOO01049 th 6957 nong 091912013 091912013 POCORELLO. TARA 473468 METAL SERVICE CENTERS AND CO. xlvlx - 473468
TAN0ODO1050 6957 nong 091912013 091912013 POCORELLO, TARA 375716 EXTERMINATING AND DISINFEC CO. xlvlx = 375716
TXNOOOO1054 8957 n0ng 0911912013 091912013 POCORELLO, TARA 115061 AUTOMOTIVE TIRE STORES CO. lvlx e 115061
TAN0ODO1052 6957 nong 091912013 091912013 POCORELLO, TARA 476009 STENOGRAPHIC SERVICES CO. X1Vl x = 476009
TXNOOO01083 6957 nong 091912013 091912013 POCORELLO. TARA 254407 COMMERCIAL PHOTOGRAPHY ART GO, kvl x - 25401
TXNO0O01054 8957 nong 0911912013 091912013 POCORELLO, TARA 42716 BUSINESS SERVICES NOT ELSE CO. vy - {116
TXNO0O01055 8957 nong 0911972013 091912013 POCORELLO, TARA 273938 BILLIARD AND POOL ESTABLIS CO. XVl x L 27938
TXNO0O01056 6957 nong 091972013 09192013 POCORELLO, TARA 373312 CLEANING AND MAINTENANCE  CO. Xl x g NEAR
TXNOOO01057 6957 nong 091912013 091912013 POCORELLO. TARA 72738 DIRECT MARKETING INSURANCE CO. xlvlx - I
TXN0ODO1036 8957 nong 091912013 09192013 POCORELLO, TARA 372051 EXTERMINATING AND DISINFEC CO. XVl x = 3705
Showpefpage K4 Page:m o4p b

lairy Autouatei) [l Gksss Allugats 3 Attiely - S Off



SelectAllocate/Edit from drop-down menu.

Welcome, TARA POCORELLO - Log Out

BankofAnerica % Works'

Merrill Lynch

AN?N
Home  Expenses = Accounts  Reports  Accounting  Administration
Expenses > Transacfions » Accountholder LADPS UAT
Transactions - Accountholder
‘:‘ Pending Sign Off | Signed Off l Flagged | Al ‘ Clear Filters ~ Columns ¥

Docment hecotd  SgnOf DePosed  Dae Puchesed Primary Accauntholer Purchase Anount Vendor ComplValuth Alocaton Amoun Alocated
| ! ! 1 | l
0957 nong 09/19/2013 09/1972013 POCORELLO. TARA 473468 METAL SERVICE CENTERS AND CO. xlvix o 473468
& View Ful Detis 6957 nong 09/19/2013 091972013 POCORELLO. TARA 375716 EXTERMINATING AND DISINFEC CO. xIvlx 2 375716
@ Aocale/ Edit -Sﬂ nong 09/1972013 09192013 POCORELLO. TARA 115061 AUTOMOTIVE TIRE STORES CO. [ALAR s 115061
/ S0 0f {b 0957 nong 091192013 09/192013 POCORELLO. TARA 478009 STENOGRAPHIC SERVICES CO. xvlx e 478009
@D t 0957 nong 09/19/2013 09/1972013 POCORELLO. TARA 254407 COMMERCIAL PHOTOGRAPHY ART CO. xlvlx - 25407
ispute L
el s 0957 nong 09/19/2013 091972013 POCORELLO. TARA 42716 BUSINESS SERVICES NOT ELSE CO. xIvlx A {27116
v...| Retry Automatc
0957 nong 09/19/2013 09192013 POCORELLO. TARA 273938 BILLIARD AND POOL ESTABLIS CO. xIvlx sl 273938
¢ Add to Expense Report

ki 0957 nong 09/19/2013 09192013 POCORELLO. TARA 373312 CLEANING AND MAINTENANCE.J CO. X1Vl x e 373342
TXN0O001057 0957 nong 09/19/2013 09/192013 POCORELLO. TARA 72738 DIRECT MARKETING INSURANCE CO. xIvlx = mR
TXN00001058 0957 nong 09/192013 091972013 POCORELLO. TARA 372051 EXTERMINATING AND DISINFEC CO. xIvlx 2 372051
0 Selcted | 34 fems Shwpelpage 4 Page: [T of4p ]

Al g E gz fenort | Attag)



Thescreenbelow appeas.

Allocafion Details -TXN00001049 - METAL SERVICE CENTERS AND CO. 09/19/2013 | Source Amount : 4,734.68 USD 1
[H Allocation Purchase Amount: 4,734.65 Allpcation Total: 4 734.68 | 100% Variance: 0.00
Value _
(0] comppapau Aot [ Descpion FuntAgency Ogenaton L2 Aty 6L0%:Object 6104 ub bt B oL: FUFYBEY
vl x | 4‘403.26\ |MI:TAL SERVICE CENTERS AND OO.-Purdlase| | E \ | H | \ | |
0 Selected | 1 item h t
gz

[=| Reference & Tax

| \SalesTax\nduded 440325| | 31 42| | {H]{Il| |T{]HD6
. [ Adjust Amount

Transaction Detail - 5051 (METAL SERVICE CENTERS AND OFFICES)

Enter codesin thefollowing fields to identify how thesegmentwill be allocated.

GLO1: Fund/Agency/Organization

GLO2: Activity

GLO3:Object

GLO4: Sub-Object (Unrestricted)

GLO5: Agency/Reporting Category

Note: Click on the field boxo select a codefrom theallocation pick list. All fields will have a pick list except GLO4: Swuibject.

= =4 4 -4 -9
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Click Saveand then Close.

Allocation Details -TXN00001049 - METAL SERVICE CENTERS AND CO.

09/19/2013 | Source Amount : 473468 USD B
[-] Allocation Purchase Amount: 4 734 65 Allocation Total: 473468 | 100% Variance: 0.00
vl x 4403 26| | METAL SERVICE CENTERS AND CO. - Purchase \ | 184182122 | FINANCIAL SERVI| \ | 34]0!] | OT OPERATING SERVICI\ | ]| \ 1181102 | ADM GEN PROJECT |
0 Selected | 1 em See More..

HETUVES

[ Reference & Tax

| Sales TaIncluded 05 | L | 000 (70806

| [T Adiust Amount

Transaction Detail - 5051 (METAL SERVICE CENTERS AND OFFICES)

115
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Thescreenbelow appeas after you havesavedand closed thetransection. Thefirst transaction hasbeen completely allocated Three green
chedmaliks arein the Comp/Val/Auth field. This sameprocessmustbe completedon each transaction or you canallocate mass trasactions.

BankofAmerica‘? 8
Merrill Lynch Works

Welcome, TARA POCORELLO - Log Out

AA?N

Home  Expenses  Accounts  Reports  Accounting  Administration
Expenses > Transaclions > Accountholder LA DPS UAT
It

B Saved updates to transaction.

Transactions - Accountholder

‘ >» | Pending Sign Off | Signed Off | Flagged ‘ Al |

Clear Filters ~ Columng ¥

A

Document
]
TXNO0001049
TXN00001050
TXN00001054
TXN00001052
TXN00001053
TXN00001054
TXN00001055
TXN00001056
TXN00001057
TXN00001058

(=]

OOoOOoO@OD@OmE@EME@
HEEEEEEBEE

=
=

0 Selected | 34 items

I Thairy Avtuniaish sy Allueaiz (|| Add i Etpziss Raport Il Atiden

Account D Sign Off
6957 none 09192013
6957 nong 091972013
6957 none 091972013
6957 nong 091912013
6957 nong 091912013
6957 none 09/19/2013
6957 none 09/1972013
6957 nong 09/1912013
6957 nong 09/1972013
6957 nong 0911922013

Date Posted Date Purchased

091912013
091912013
0911972013
0911972013
09192013
091912013
09192013
091972013
09192013
091972013

Primary Accountholder

POCORELLO. TARA
POCORELLO. TARA
POCORELLO, TARA
POCORELLO, TARA
POCORELLO. TARA

POCORELLO. TARA
POCORELLO, TARA
POCORELLO. TARA
POCORELLO, TARA
POCORELLO. TARA

Show per page

Training Guides  Training Videos Live Training Release Noles Privacy & Security Recommended Seffings  Global Reporfing and Account Management
Other Programs and Services Bank of America Visa MasterCard  PCI Standards Council

©2013 Bank of America Corporation. All rights reserved.

Your last log in was September 20, 2013, 9:20 AM CDT.

Purchase Amount

473488
3757.16
115061
4780.09
254407

42716
273938
373312

72138
372051

Vendor

METAL SERVICE CENTERS AND CO.
EXTERMINATING AND DISINFEC CO.
AUTOMOTIVE TIRE STORES CO.
STENOGRAPHIC SERVICES CO.
COMMERCIAL PHOTOGRAPHY ART CO.
BUSINESS SERVICES NOT ELSE CO.
BILLIARD AND POOL ESTABLIS CO.
CLEANING AND MAINTENANCE J CO.
DIRECT MARKETING INSURANCE CO.
EXTERMINATING AND DISINFEC CO.

Comp|VallAuth
viviv
xivix
xIvix

xIvIlx
xivlx
xIvlx

xIvlx

xIvlx

N

Allocation

Amount Allocated

A184182122-300001-4181102 - 473458

375716
115061
478009
254407

42116
273938
373312

72138
372051

(<1< Page: [T ] ofd > ]
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Allocating Mass Transactions

OntheHome page click Pending in theaction field. Sdectthecheckbox for desred Documents, thenclick MassAllocate from acion buttons.
Bankof America % Works'

Welcome, TARA POCORELLO - Log Out

Merrill Lynch
AN
Home  Expenses =~ Accounts  Reports  Accounting  Administration
Expenses » Transactions » Accountholder LADPS UAT
¥

i.j Signed oft 1 transaction, View Dotalla

Transactions - Accountholder

| | | |
‘ »» | Pending Sign O ‘ Slgned Ot | Flagged | Al ‘
e ! !

Show jm por page

Document Aecount 0 Sign O DelePosted ~ Date Purchased Primary Accountholder
Wl | | \
W o0 <f— 57 o WO OWORNS  POGORELLO.TARA
EZ] [f]  TXNo0OO1054 6057 none 091972013 09192013 POCORELLO. TARA
[ Tcwoomoses = g7 pong 03112013 0919201 POCORELLO. TARA
[] [ TXNoOOO10E) 057 nong 09182013 061672013 POCORELLO, TARA
[][# TXN0OOO1064 6957 1008 091162013 0911972013 POCORELLO, TARA
(][ TXN00OD1066 6057 1ong 0011972013 091972013 POCORELLO, TARA
[] [¥  TXNOOOD1086 6957 none 09/192013 091972013 OR TARA
][ TXN0000108? (5457 fone 081912013 09192013 POCORELLO, TARA
['][H TXNODOD10ED 957 1o 09/19/2013 0911972013 POCORELLO. TARA
(] [ TXNooOD1060 6957 1one 09/16/2013 0911912013 POCORELLO, TARA
3 Selcled | 39 s
i L Dt L Tt
Tranog Guides Trinng Videos Lve Taing Roloase Noles Prvacy & Securty - Recormended Sefings - Gobal Reporing and Account Managemart

Other Programs and Services - Hank of America  Visa  MasterCard ~ RCL Standards Counc
®2013 Bank of Amerca Cororation. ANl fghts reserved

Your fast log in was Seplember 20, 2013, 9.20 AM COT

Purchass Amount Vendor
|
375716 EXTERMINATING AND DISINFEC CO.
115061 AUTOMOTIVE TIRE STORES CO.
470009 STENOGRAPHIC SERVICES CO.
254407 COMMERCIAL PHOTOGRAPHY ART CO.
02716 BUSINESS SERVICES NOT ELSE CO.
273938 BILLIARD AND POOL ESTABLIS CO
373312 CLEANING AND MAINTENANCE J CO
12130 DIRECT MARKETING INSURANCE CO
372051 EXTERMINATING AND DISINFEC CO.
405327 DVOMDEQ TAPE RENTAL STOR CO

Allocation

Clear Filters  Columny ¥
Amount Allocated

375716
115061
476009
250007

2116
273938
mn

1%
372061
405327

(1) Page: [T otd s o
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Thescreenbelow appeas.

Enter codesin thefollowing fields to identify how thesegmentill be allocated.
1 GLO1:Fund/Agency/Organization

GLO2: Activity

GLO3:Obect

GLO4: Sub-Object

1
1
1
1 GLO5: Agency/Reporting Category




























































































































































